
 Steps  Screenshots 

1. Navigate to the ER Home Page: Main Menu > Core-CT HRMS > Pension > Employer Reporting 

> ER Home Page 

2. On the ER Home page, select the appropriate Earned Period hyperlink in the Outstanding 

Employer Payroll Report section. 

 

3. The Employer Report Details page is displayed with a Report Status of Submitted. 

4. In the Employee Detail section, click the Pay Details button for the first listed employee. 

 Enter a Payroll Report into Core-CT Job Aid 

Purpose: 

This job aid will identify the steps to manually enter a monthly payroll report into Core-CT. 



 Steps  Screenshots 

5. In the Payroll section, enter the following fields: 

• Actual Hours = Number of hours the employee worked in the month  

• Amount 1 = Regular Pay 

• Amount 2 = Employee Contributions 

6. Repeat the above steps to enter the Payroll data for all employees. 

7. When complete, click Save. The Employer Contributions will populate in the Payroll – Current 

Month section. 

8. Once the page is saved, click the Return to Employer Report Details hyperlink at the bottom of 

the page.  

9. Click the Validate Pay button on the Employer Detail page. 

 

10. If the pay is successfully validated, the Report Status will update to Valid. 

 Enter a Payroll Report into Core-CT Job Aid 


